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LISt OF FORMS 


The following ‘forms (hereinafter referred to by form 
numbers) will bé used in connection with ‘this procedure: 


Form ACP-24, "Debit Voucher for ‘Uncollectible acne ate) Returned" 
Form ACP-28, "Official Recetpet 
Form ACP-28A, "Notice to Remitter" — 


Cotton 325, "Public Voucher for Refunds - Cotton Marketing 
. Quotas - Continuation Sheet" 


Form AAA-367, "True Copy of General Accotinting Office 
Certificate of Settlement ((39A)" 


Standard Forms: 

No. 1044-Revised, "Schedule of Ralieckhoun! 

No. 1045, "Summary of Collections" 

No. 1046—Kevised, pena of Transfers - ~ Special Deposits" 


No. 1047, "Public Voucher for Refunds" iivenimighes for 
purposes of marketing quotas) 


No. 1048, "Publié ‘Voucher for Refumds" (overprinted for 
purvoses of marketing quotas) 


No. 1055, "Application for Payment of ene Due Deceased or 
- Incompetent Civilian Employees, Officers, and 

Enlisted Men in the iiilitary Service, and Public 
Creditors of the United States" 

No. 1064—Revised, "Schedule of Disbursements! 

No. 1098, "Schedule of Concelea Ghesieg i" 2 

No. 1096, "Schedule of Voucher Deductions" 

Treasury Form No. 1664-B, "Memorandum of Returned Check" 

Form AD-42, "Administrative Report" 

Cotton 356, "Record of Cash Receipts and Disbursements" 


APPLICABILITY 


The procedure outlined herein is for use in connection 
vith undelivered and lost checks and the preparation of adjust—_ 


nent wousneean on Standard Forti 1047 with regard to the cotton 
marketing quota program. The procedure regarding the handling 
of claims for the proceeds of checks relates to those claims for 
which Standard Form 1055 is uséd, as provided herein, and. not 
claims for penalties erroneously, illeg gally, or wrongfully 


collec ao covened.' ‘into the general fund of the Treasury. 
S2CTION 1. ‘he _ FUNOTTONS OF THE RSHITTANCE UNIT 
Bes. Depiaiatton of a meni bante Unit and. a Remittance Clerk. 


‘l.: There shall be established a Rewer tage Unit, in 
keeping with the requirements of each State office, 
under the supervision of the Kemittance Clerk. 
' (This unit may be separate from the hemittance Unit 
established in connection with the Agricultural 
Conservation and Parity Bnet Programs.) 


2.» The Kkemittance Unit ghall ee oy the following 
functions: 


(a) Maintain records in connection with Treasury 
checl:s issued pursuant to refund vouchers on 
form 1047 and remaining undelivered for any 
reason. 


(bh) Schedule Treasury checks for cancellation in 
cases where the amount thereof is:not due the 
payee or which otherwise have been erroneously 
issued and are not properly payable. 


(c) Receive checks, drafts, money orders, and other 

remittances in connection with refunds of 

- amounts paid pursuant to refund vouchers on 

form 1047 (hereinafter referred to as payments) 
for the nurpose of examining, endorsing, and 
scheduling the same for collection and deposit 
to the credit of the special de»nosit account for 
cotton marketing quotas. 


(a) Administratively examine refund vouchers on 
form 1047 (hereinafter referred to as "vouchers" 
or form 1047) and related documents in cases 
where questions have arisen with respect to pay- 
ments issued thereunder, end maintain any 
records which may be necessary in connection 
therewith. 


(e) Prepare vouchers and schedules for the payment of 
- -amounts which are due persons seeking adjustments 
in payments previously certified, or for the 
return of excess remittances. 


(f) Handle all claims for proceeds of checks drain in 
favor, of deceased or incompetent payees and such 
other work as is required by other procedure cor 
connection with, cotton. max rketing quotas. — 


B, Monthly. Report. From the Di isbursing Office. 


1. “At the elpse of the’ month the Disbursing Officer will 
summarize on form 1045 the. schedules of collections © 
received from the State office and note thereon any 
uncollectible checks returned during that month. The 

“original and four copies of form 1045 will be forwarded 
to the State office. The Remittance Clerk shall | 
examine the form 1045 to verify the fact’ that records 
pertaining to quotas are in agreement with those of 
the Regional Disbursing Office (hereinafter referred 
to as DO). The form 1045 may not be confined entirely 
to collections in connection with cotton marketing 
quotas and for this reason the form should be checked 
by other persons in the State office in accordance 
with the procedure applicable to other programs. The 
copies thereof should be distributed, after being 
checked, as follows; 


(a) A certifying officer shall sign the original 
and four copies, inserting thereon his title 
and the date of his signature, 


(b) The original and one copy shall be returned to 
the DO, 


(c) One copy shall be forwarded to the Office of 
Budget and Finance, Dept. of Agriculture, 
Vesnineton, Ue ltlee 


(a4) One copy shall be filed by the State Accountant, 
if the form covers items other than marketing 
quota collections 


(e) One copy shall be filed in the Remittance Unit 
in the folder containing the schedules covered 
thereby. 


SACTION -fi> ~NON- DELIViRY OF TR SASURY CHaCK 
A. Return to DO, 


1. If any Treasury check issued pursuant to a voucher cannot 
be delivered to the payee by the Treasurer of the County 
Agricultural Conservation Association (hereinafter 
referred to as "Association Treasurer") by reason of the 
death, incompetency, or disappearance of the payee or 


a 


for the reason that the amount of the check is not due 
the payee or his estate, or for other reasons, the 
check will be returned by the Association Treasurer to 
the DO in accordance: with instructions issued by the 
Treasury Department. 


ae) 


. The State office ghall be notified by the Association 
Treasurer of each check returned to the DO, Such 
notice will be a copy of the letter of transmittal 
whereby the check is returned to the DO and will set 
-forth the DO symbol number, ‘the check number, the 
name of the payee, the date and amount thereof, the 
serial number of the voucher under whicn the check . 
‘was drawn; the serial numver of the farm in. connection 
with which the payment was made, and the reason for 
returning the check. If the payee was entitled to 

only a part. or none of the proceeds of the. check or 
the. name of the payee was incorrectly written or 
erroneously placed on the check, a copy of. the farm 
account will be sent to the State office Oy the “ASSO- 
wee treasurer. Seat as 


By Noties to: cnbettet Office from DO, 


1. An original and three copies of form 1564-8 wil be 
- forwarded to thes State office when a Treasury check 
ig returned to the DO by the.Association Treasurer. 


2... Any information or documents, such as letters of 
Admini atrazion, rorms LOSb, ete., recel ived from the 
county office by the DO in connection with cases 
where the payee is deceased or incompetent will ‘be 
transmitted to the State office together with — 
form 1664-B. ‘The DO will not attach to forms 1664-3 
the. letters of explanation received in Connection 
with checks returned for other reasons. 


3. The State and county code number and the serial number 
of the voucner’and the serial number of the farm — 
should be entered at once upon the original and all 
copies of form 1664-B, if not already entered. 


4, Hach form 1664-B ghall be checked in detail against 
the copy of the voucher, form 1048, returned from 
the DO and: the reason for the return of the check 


shall be entered on the copy of the voucher.'* 


5. Anioriginal and two.:copies 1/ Ore tormycCuendacne 
copy of form 28A should be prepared 2/ and distributed 


1/ See also section 111, subsection A, paragraph ih CH) 
2/ This should be done in a simviltaneous operation on the type- 
writer, making form 284 the second copy. 


sap? ge 


‘ by the Remittance Clerk immediately after the receipt 
_ of forms 1664-B as follows: i . 


(a) Enter the name of the Association Treasurer after the 
words "Name of Remitter." 9 


(b) Enter the address of the Association Treasurer in the 
spaces provided after the words "Street. or Box Num 
ber," "Post Office," and "State." 

“(c) Enter the name of the payee of the returned check 
after the words "Applicant's Name." ee, 


(4) Enter the abbreviation "Tr. Ch," after the words 
"Nature of Remittance,"! Mb sertcite 


(e) Make no entry after the words "Payable to," i 
"Schedule No. of Standard Form No. 1044, Rev. ," 
"Do Voucher No.," and "Date." eetige | 


(f) Enter the State and county code and serial number 
of the related farm in the spaces provided after. 
the words "State and County Code No." and "Serial 
No." . vst 


(g) Enter the date of the returned check after the words 
' “Date of Remittance,'! 


(h) Enter the check number after the words "Remittance 
Number." . ae tar 


(i) Enter the amount of the check after the word 
"Amount 3 at ee : 


(j) A certifying officer should sign form 284 and it 
should be forwarded to the Association Treasurer 
as his receipt. iy 


(k) The original and two copies 3/of form 28 should be 
placed in the case file pending settlement of. the 
case. 


C. Files for Forms 1664-—B, 


1. The original and two copies of forms 1664-B issued by 
the DO in’ connection with checks returned for reason 
other than the death or incompetence of the payee should 
be placed in a separate file by the Remittance Clerk, 
pending settlement of the account, with regard 


3/ See section III, subsection A, paragraph 3(f) hereof. 


Sy lee 


$6 the imonth in which the check vas issued. Forms 
'1654-B prepared with respect to checks issued within 
“tne game month should be filed in a series and given a 
. file serial designation which should be the month in 
which the check vas issued followed by the date ninety 
calendar days succeeding the first day of the month 
immediately following the month in which the check was 
issued, e.g., forms 1664-B for checks issued in December 
1939 should’ be filed in a series designated by "Issued 
December 1939 —- to GAO April 1, 1940." The last date is 
the day on which the check represented thereby 
will be forwarded to the General Accounting Office 
..' (hereinafter referred to as GAO) by the DO. The 
. several file series should be kept, beginning with 
the earliest designation, in chronological order. 
Forms 1664-B shovld be filed within the several 
series, alphabetically by the payees' names. 4 
Not later than 30 days following the end of the 
month in which the checks were issued, forms 1664-B 
emaining in each file series should be examined and 
if no information has been received regarding the dis- 
position to be made of the respective checks, an inquiry 
as to the status of the case should be forwarded to the 
proper county office. Subsequent inquiries shall be 
forwarded to the county office at the end of each suc- 
ceeding thirty-day period until the case is cleared. 


2, One covy of form 1664-B should be securely attached to 
the case file. 


3. The action "Held - hereabouts Unknown" is to be in- 
dicated only when a subsequent request is received 
from the DO as to the disposition to be made of the 
check, in which event the State office vill return but 
‘one copy of form 1664-B properly executed. 5 


4/ Ah file of this nature is essential in viev of the facts that: 
(1) the procedure to be followed in the gettlement of any case 
will be dependent, in part, upon the focarion OF wae check, 1.6. 
whether held by the DO or the GAO, at the time settlement is 
attempted; (2) it will serve as a basis at all tines to determine 
cases which require particular attention if settlement is to be 
completed prior to the time the checks are required to be trans- 
mitted to the GAO: (3) the DO may, upon a request from the State 
office, withhold the delivery of a check to the GAO in instances 
where settlement of the case will be completed shortly after the 
ninety-day period. It may be well to ascertain from the DO the 
location of a checl: when settlement is to be made snortly after 
-the expiration 6f the ninety-day period. é 

5/ If such action has been taken, only the original (initialed) and 
one copy (signed) need be returned to the DO in making final dis- 
position of the check in accordance with section VII, subsection 
A, paragraph 2 hereof, 


ure 


4, If the check was returned because ‘the payee is deceased 
or incompetent, enter on the original and all copies 
of form 1664-3 after the vords "The check should be" 


the following: "Forwarded to the Claims Division, GAO, 
for direct settlement." The original of the form 1664-B 
should then be signed by a certifying officer and re= 
turned to the DO, The remaining copies should be placed 
in the folder containing documents or papers relative to 
any claim on form 1055 for the proceeds of the check. 


5. “Dts determined that the check is to be conceled, 
form 1664-B should be completed by checking the block 
"Canceled - schedule herevith." The original form 1664-3 
should be signed by a certifying officer and returned to 
the DO with the schedule of cancellation. This copy 
shall be attached to form 1098 (see section III hereof), 
The renaining copies should be placed in the folder con- 
taining documents or papers relative to any adjustment 
voucher which may be submitted to dispose of the proceeds 
of the canceled check. ; 


SECTION III — CANCELLATION oF TREASURY CHECK 
nee BARTON OW LRSASURY CHECK 
A. Where Check is Held by DO, 


1. ‘hen it has been determined that a Treasury check which 
is held by the DO should be canceled for any reason 6/ 
an original and seven copies of form 1098 should be pre- 
pared as follows: 


(a) Enter the State and county code numbers in the ‘space: 
above the title, ; 


(>) Enter the schedule number which shall be the next 
unassighed number in the series adopted at the begin~ 
ning of the current fiscal year, preceded by the | 
letters "MQ." The schedule number series shall |: 
continue in numerical sequence until the end of the. 
fiscal year; this number should be entered upon each 
sheet of the particular schedule. | eon 


(c) Enter the sheet number, which shall be lL, if there is 
only one sheet, or l of 2 sheets, 2 of 2 sheets, etc., 
if the schedule consists of two or more sheets. i 


ra sd std 


6/ The State office will not take steps to cancel a check payable to 
a deceased or incompetent payee unless it is in excess of the 


amount due or the name of the deceased or incompetent was errone- 
_ously written or placed on the cneck, id ai: 


(a) 


Or Establishment). Ms 


.4in‘which the State office is located: and the words "State 


Neg ahs 
Enter the word "Agriculture" over the words es 


ean he, letters NAAAN followed. by the name of the State 


office! over the words "(Bureau or Office). " 


ae tig, me, eres Chief Disvursing Officer! after the 


words "Submitted yal! 


; Enter. the name of the city and State in which the DO 
.-is located after the word "at." 


inter the month and year in which the schedule is ex- 


aor te prhe: be taken up by the DO after :the-word "Period." 


aneee the ea Ree furnished by .the DO for this 
purpose after the words "DO Symbol No." 


Santer in. the first column the date of the check. 


Santer in the second peared the serial number of the 
check to be canceled. 


ter in the third column the name of the payee 


(spelled exactly -as it appears on the check). 


Enter in the fourth column the DO Voucher Number 


' of the voucher under which the check was issued 


(p) 


a) 


and a brief statement of the reason for requesting 
cancellation,:e.g., "payee not. entitled" or "payee 
overpaid." 


Enter in the fifth column $89 amount for which the 
check was drawn. | 


Bnter in the sixth column the symbol and title of the 
fund against which the check was draym, which will be 
the special deposit account used for. cotton marketing 
quotas. 


Znter the:total amount of the check(s) in the fifth 


: column after the word "Totel;" this total is to be 


entered only on the last sheet when the schedule con- 
sists of more than one sheet. 


The date the schedule is to be forwarded to the DO and 
the signature and title of a certifying officer should 
be entered in the spaces marked "Date! "Transmitted by," 

and "Title;" these entries should be made only on the - 
last sheet when the schedule consists of more than one 
sheet. res 


ero wes 


(r) The td cae, of the oer bias officer eae be 
placed only on the original of the schedule provided 
that a facsimile signature ‘is stamped,:or the name 
i such: officer typed: on the- copies oF the Coos 


(s) When a doeanie Meohatahe of more thaw one iahsee, the 
' sheets comprising each of the etent sets should be 
firmly stapled together. | 


(t) Attach the original copy of form 1664-B which has 
been signed by a certifying officer to form 1098, 
We + Ole Gee to the DO, 


2, Checks seen ith eaneeent i vouchers a ‘different 
counties should be listed on separate schedules but all of 
the checks. from one county which are to be canceled may 
be listed on one schedule, provided that not more than five 
sheets are required for the schedule. Checks drawn against 
a particular fund should not be scheduled for cancellation 
on the same schedule on which checks draw against other 
‘funds or appropriations are listed, - 


Bs Forms 1098 should be distributed as follows: 


(a) This’ original and 4 copies, hrttes one copy stamped 
"Forward to Control Accounts and Reports Section, AAA, 
Dept. of vaericulbare, Old Post Office Building, Wash- 
ore D. C0," «shall be forwarded its. the DO, 


(b) One copy shall is forwarded to Anse and Book 
keeping Division, GAO, Washington, Dees as 


(c) Two copies should be filed numerically by schedule 
nunber in a pending file. 


(a) The DO, after a period of approximately: forty-eight 
hours from the time the schedule is received, will 
return one copy to the State office. 


(e) The information shown in the lower part of the copy 
returned from the DO should be transcribed upon’ the 
two file copies after verifying the cancellation of 
the checks scheduled. : 


(f) The following information should be inserted in the 
original and two copies. 2/ of form 28, prepared with 
et we the canceled checks: 


(1) aes the words tsbneanrel No. of. Standard Form 


?/ See also fosmels 1 hereof, 


(g) 


(h) 


hay 


ae 


-1044-Revised" to read "Schedule No. of Standard 
Form 1098" and enter thereafter the schedule 
number. 


(2) Enter the DO voucher aes under which the pay- 
ment represented by the canceled check was certi- 
fied and the date it was paid after the words "DO. 
Voucher No." and "Date," respectively. 


(3) Enter the symbol number of the fund credited and 


the date shown in the lower left corner. of form 
1098, respectively. 8/ 


(4) A concise statement of the action taken and pro- 
‘posed to be taken in the settlement of the case 
should be entered in the remaining blank space 
beneath the words "Action Taken." 


(5) A certifying officer or other duly authorized person 


should sign the original and two copies of form 28. 9/ 


The copy returned from the DO with one copy of the 
completed form 28 should be filed by the Remittance 
Clerk. 


One copy of the schedule showing the information 
transcribed thereon in accordance with subparagraph 
(e) of this paragraph 3 should be forwarded.to the 
Office of Budget and aon! 5 Dept. of Agriculture, 
Washington, D. C. 


One copy should be filed numerically by schedule num- 
bers in the Remittance Unit within folders designated 
by the month and year in which the forms 1098 were 


_gtamped as received by the DO. 


B,. CGancellation of checks held in the Reconciliation and Clearance 
Division, GAO.: 


1. 


Checks held in the Reconciliation and Clearance Division, 
GAO, which are to be canceled for any reason shall be can- 
celed by addressing a letter, in duplicate, on stationery 
of the Agricultural Adjustment Administration, Department 
of Agriculture, to the Chief, Reconciliation and Clear-— 
ance Division, GAO, ashington, D. C. Such letter should 


be prepared in the following general form: 


8/ No ephry is to be made after the words "Certificate of Deposit 


No," 


9/ See also footnote 1 hereof. 


(Date) 
Schedule No, 
Chief, Reconciliation and Clearance Division, 
General .Accounting Office, 
Washington, D. ©. 
Dear Sir: Hes | 
Reference is made to the checks described herein which were 
returned to the DO and ‘subsequently forwarded by that office to 


the Reconciliation and Clearance Division, Check Section, GAO, 


It is requested that action be taken by your office to effect 
cancellation.of the following checks which were dram by G. BF. Allen, 


Symbol __.-_, at (location of Disbursin Office), against special 
deposits account (symbol and title). 


‘Dd. 0. © Reason for Request 
Check No. . Date Amount Payee Vou. No. for Cancellation 


V——_———_—_— 


When the checks described above have been canceled, it is 
requested that this. office be so notified. 


Very truly yours, 


Administrative Officer in Charge. 


2. A concise statement of the reason for cancellation shall 
be shomm with respect to each check listed, e.g., "Payee 


not entitled," or "Payee overpaid." 


3. The letter should be given a schedule number in the series 
allotted to forms 1098. — 


4, A notice of the disposition made by the GAO will be 
furnished the State office and steps may then be taken 
to pay the proceeds to the persons found to be entitled 
and to transfer the amount of determined penalties to the 
penalties account of the general fund of the Treasury. 


5. Form 28 should be completed in the manner outlined in 


“& 1S) 


subsection A, paragraph 4(f), of this section III, The 
date of cancellation should also be given. | 


GC. ‘here Check Has Been Reported Into Outstanding Liabilities. 10/ 


1. In cases where it is determined that neither the payee 
nor any other person is entitled to the payment, 


~*~ (a) An original and four copies of form AD-42 should be 
prepared by the State office requesting that the 
funds be transferred to the penalties account, set- 
ting forth in detail an explanation as to how the 
error occurred which caused the check to be issued. 
The form ae ee be in the following general 
form? 


AD-42 


UNITED STATES DEPARTMENT OF AGRICULTURE 
OFFICE OF BUDGET AND FINANCE 
WASHINGTON, D. 0. 


General Accounting Office, 
Claims Division. 


The account of John Doe, , | Street, ’ 
Standard Form 1047, serial number , has received adminis— 
trative examination in this department. 7 


Amount claimed $2000 
Differences explained below 20.00 
Approved for 00 


Fund: Outstanding Liabilities. 
According to the records of the State office, 
Southern Division, A.A.A., the refund to the above-named person 
was originally certified in error due to an erroneous determina- 
tion as to the amomt of penalties incurred in connection with 
the marketing of cotton in excess of the cotton marketing quota 
established for the 1939 marketing year for farm serial number 

. The proceeds of check No. _ , dated 

, for $20.00, drawn by G. F, Allen, Symbol No. oC 

to the order of: John Doe, DO Voucher No. , should be de-_ 
posited as : eo incurred in connection with farm serial 
number to the credit of account 122450, Penalties, 


10/ A check is mapsuted into outstanding tieuaiees oe one year 


after the fiscal year in which the check vas drawn. 


eh a 


Cotton Marketing Quotas, Agricultural Adjus stment Act of 1939, 


Very truly yours, 


Acting Director of Finance. 


2., In cases where it is determined that the payee is entitled 
to a part of the payment and the remainder is due other 
persons, 


(a) An original and four copies of form AD-42 should be 
prepared by the State office requesting that the check 
be canceled and that checks be drawn to the payee and 
other persons entitled. The form AD-42 should be in 
the following general form: 


AD-42 
UNITED STATES DE SPART ENT OF AGRICULTURE 
OFFICE OF BUDGAT AND FINANCE 
WASHINGTON, D. C, 


General Accounting Office, 
Claims Division. 


The accompanying accounts of the following-named persons have rece-— 
ived administrative examinations in this Department. 


John Doe, 614 F Street, Waco, Texas 
Richard Roe, 1420 K Street, Waco, Texas 


Amount claimed $40.00 


Differences explained below 
Approved for 40.00 


Fund: Outstanding Liabilities. 


According to the records of the - _ Statewotfices 
Southern Division, AAA, the refund to John Doe was originally 
certified for an amount of $10.00 in excess of that due by reason 

of an erroneous determination that such person bore the burden of 
the payment of $40.00 of the amount collected in excess of penalties 
incurred in connection with the marketing of cotton in excess of the 
cotton marketing quota established for farm serial number 

for the 19-19 marketing year.- The burden of the payment of the 
$40.00 was borne | vy the following persons in the respective amounts 
set opposite their names} 


a oe 


John Doe, 614 F Street, Yaco, Texas $30.00 
. Richard Roe, 1420 K Street, Waco, Texas 10.00 
Check No. , dated , for 3S 


bi 
draw by G. F. Allen, Symbol Wo. ', to the order of John 
poe, D.O. Voucher No. , should be canceled and checks 
drawn to the above persons in the respective amounts set opposite 
their names. 


Very truly yours, 


Acting Director of Finance. 


(b) There shall be attached to the form AD42 a statement 
signed by the producer, setting forth that he is 
entitled to a refund. The statement shall be approved 
for the county committee by a member and the treasurer 
of the committee affixing their signatures thereto. 
The statement and the aporoval of the committees snall 
be in the following general form: 


"tT, John Doe, 614 F Street, Waco, Texas, hereby 
claim as a refund the amount of $30.00, representing 
amounts paid, the burden of the payment of which was 
borne by me, in excess of penalties incurred in con- 
nection with the marketing of cotton in excess of the 
cotton marxeting quota established for farm serial number 
for the 19-19 marketing year. 


Date 


Witness) Signature of claimant 


"Certificate of County Agricultural Conservation 


committee 


The county agricultural conservation committee has 
determined that to the best of its knowledge and velief 
John Doe bore the burden of the payment of $50.00 in 
excess of »nenalties incurred in connection with the 
marxeting of cotton in excess of the cotton marketing 
quota established for farm serial number for 
the 19-19 marketing year and is, therefore, entitled 
to a refund of such amount. 


For the committee: 


: (Date) 


(Commit teeman) 


“ SROtION IY ~ RECEIPT OF RENITTATORS OF 
4 | : 


a iblom 


5..In cases where it is. determined that the payee is 
 S*teceased of eameoupevent 


Ca)” AS ‘form apaa should be prepared by the State office 
‘requesting that payment ve made“to the person(s) 
entitled to receive payment to which the decedent 
“Was or incompetent is entitled. 


(bo) The form AD-42 should be accomoanied with Form 1055 
and any related statements. 


4. The form AD-42 and the related papers should be forvarded 
to the Regional Director of the Agricultural Adjust- 
ment Administration (hereinafter referred to as Director) 
for transmittal to the Claims Division, GAO, through 
tne Orifice of Budget’ and Finance, Dept. of Agriculture. 


EER THAN TREASURY CHECKS 
OF OVERPAYMENTS BY 


a RECOVERY OF AMOUNT 


“ 
=e 


om 


A. Receiot oF Remittances in CGomection h Payments. 


Ll. ALL remittances received in the State office in the form 
o= oost office money orders, certified checks, bank 
drafts, bank cashier's checks, personal checks, etc., 
es a refund of amounts paid sursuant to a voucher on 
form 1047, should be routed to the Remittance Cleric 
torether wih the eae corresyondence and documents. 


2. All remittances shall be disposed of within the day 
received. 


5. very remittance should vay) be examined to cetermine 
that it maj be negotiated by the DO. A remittance which 
is negotiable must de p properly dated, drawn oayable to 
tre order of the "Treasurer of the United States" or 

in a mauner to permit picasa to that official, 12/ 
Signed, and must shov an exact agreement between the 
amount as expressed in figures and the written amount. 
If it is not negotiable, it should be returned to the 
drawer of the remittance through the county office 
accompanied with a letter in which the reasons that the 
remittance is not negotiable are set forth and request- 
ing that am accestable remittance his capa 


pay Cash may. be a accepted in liew of remittances in the form of 


money orders, cashier's checks, etc., and scheduled for 
collection as hereinafter provided as’a cash item. Fostage 
Stamps: réceived as remittances must be converted into each. 
The sractice of ma'ting a refund in the form of either cash 
or ostage Stamps should be discourag ed. 


12/ See subsec ction 3, paragraph 2, } nereof. 


4. <A receipt number for each remittance which may be negotiated 
should be assigned by the Remittance Clerk beginning with 
the number next succeeding the one last assigned to a 
remittance and continuing thereafter in numerical sequence 
without regard to the accounts to be credited or fiscal 
years. 


5. An original and two copies of form 28 and one copy of form 
esA should be prepared and distributed after a receint 
nunber has been assigned, as follows: 


(a) Znter above the title the words "Cotton Marketing Quotas" 
followed. by the designation of the marketing. year in 
_regard to wnich the funds were originally collected. 
.This.will be the marizeting year showm on the form 1047 
cursuant to which the erroneous excess dayment was made. 


1 \ o ‘ Ai = - 
(>) Snter the name of the serson who forwarded the remittance 
to the State office after the word "Remitter." 


(c) Enter the address of the person who forwarded the re- 
mitteance aiter the words "Street or Box Sumber," "Post 
Joerice.! and I State! 


(d) Enter the name of the person for wnom the refund was 
made after the words "Anolicant's Mame." 


N — 5 ao : 
(e) Snter the nature of the remittance after the words 
_ ature of Remittance." 


(£) Gnter the name of the »erson to whose order the remit- 
tance is drawn after the words "Payable to." 


(g) Bnter the schedule number of the form 1044-Revised upon 
“ich the remittance is scheduled for collection 13/ 
after the words "Schedule Ho. of Standard Form 1044- 
Revised." 


(nh) Enter the DO voucher aunber under which the refunded 
yayment wes originally certified after the words 
"DO Voucher Mo." 


(i) Inter the date on which the réfunded payment was made as 
snown on the Schedule of Disbursements after the word "Date." 


(3) Enter the receipt number after the words "Receipt Mo." 
(ic) Enter the State and county code and farm serial numbers 


with resvect to which the refund is made in the svaces 
erter tne words "State and Gounty Code ilo." and "Serial No." 


i3/ See paragrazh 6(b) hereof. 
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Snter the date of the remittance after the words "Date 
Renittance." 


Snter the serial number of the remittance after the 
words "Remittance Wumber." 


Ssnuter the amount of the remittance after the words 
“Amount $ wu 


psec: the symbol number of the special denosits account 
fter the words "Fund Credited." 


A concise statement of the action taken or pro oposed to 
ve taken in connection with the refund should be made in 
vhe blank Snace beneath the words "Action Taicen." 


This statement siould not be made on forn OSA. 


A certifying officer should sign all copies of form 28 
and form 28A, and form 28A ortial be forwarded to the 
remitter as his receipt. 


the remittance is in the exact emount, or not in excess 

the exact amount, due as a refund, the remittance shall | 
endorsed and scheduled for collection and deposit dy : 
oreparing an original and six copies of form 1044-Revised, i 


as follows: 


(c) 


(a) 


(e) 


2nter the State end county code numbers in the space 
e the title. Do not include in one schedule the 
remittences received from more than one county. 


Snter the schedule number, which shall be number one 
preceded oy the symbol "Cotton-R" for the first 
schedule, and continue thereafter in numerical sequence 
io ces scheanles of refunds of payments in connection 
with the marketing year without regard to fiscal 

years or the county from which received. This number is 
to be entered on each sheet of the schedule. 


Enter the sheet mumber, which snall be 1, if there is 
only one ‘sheet; or 1 of 2 sheets, 2 of 2 sheets, etc., 
if the schedule consists of two or more sheets. 


Santer the word “aericultures over the words "{ Deoartment 
or Zstablishment).! 


aater the letters "AAA" followed oy the name of the 
State in which the State off fice is located and the 
vords "State office" over the words "(3ureay or Office). 


-W- 


-C£) Enter "Gs F. Allen, Chief Disbursing Officer" after the 
words "Received by." . 


(g) Enter.the name of the city and State in which the DO is 
' located after the word "at." 


(h) Enter the month end year in which the schedule is expected 
to be taken up.by the Disbursing Officer after the word 
Period." 


(i) Enter the symbol number furnished by the Disbursing Officer 
for this purpose after the words "DO Symbol No." 


(35) Enter the date the remittance was received in the column 
entitled "Date Received." 


(x) Enter the receipt number 14/ in the column entitled 
"Receipt Number." 


(1) Enter in the column entitled "Name of Remitter" the name 
and address of the bank upon which the cashier's check, 
draft, etc., was drawn, e.g.,.First National Bank, 
Atlanta, Georgia; in the case of a postal money order, 
enter "U.S.M.0." followed by the name and address of the 
issuing post office; and, in case of a personal check, 
the name and address of the drawer followed by the name 
and address of the bank. The date and the serial number 
of the remittance should be entered directly beneath 
the name and address. ‘shen cash refunds are received, the 
neme and address of the person making the refund and the 
words "Cash Item" should be entered. 


(m) A concise statement of the purpose for which the refund 
was made should be entered in the column entitled "Detailed 
vescription of Purpose for which Collections were Received," 
including the following: 


1. The Disbursing Officer's Voucher “Jo. whereunder the 
overpayment was made and the name of the Disovrsing 
Officer making the overoayment. 


2. The number of the Treasury check whereby the overpayment 
was mace. 


5. The period during which the voucher whereunder the over- 
payment occurred was paid by the Disbursing Officer. 


4. The State and county code and the farm serial number of 
the farm credited with the amount of the remittance and 
the amount thereof. 


14] See paragraph 4 héreof.:’ 
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(p) 


(q) 


(r) 


ae: 3 tm 


The amount of the remittance should be entered in the 
column entitled "Amount." 


Enter the s:mbol and title of the fund to ve credited 

in the column entitled "Fund to be Credited," which 
will be the snecial denosit account for cotton marketing 
quotas. This symbol and title of the fund is not re- 
quired to be entered for each item listed. 


inter the total amount of the remittmce(s) in the space 
provided in the fifth column after the word "Total." 
This total is to be entered only on the last sheet when 
the schedule consists of more than one sheet. 


The date the schedule is forwarded to the DO and the 
Signature and title of a certifying officer should be 
entered in the lower right corner (the lower left 
corner is for the use of the D0). ‘These entries are 
to be made only on the last sheet when the schedule 
consists of more than one sheet. 


When a schedule consists of more than one sheet, the 
sheets comprising each of the seven sets should be 
firmly stapled together. 


Form 1044-Revised showld be distributed as follows: 


(a) 


(bd) 


Forward the original and three copies to the DO together 
with the checks, drafts, or mone; orders covered thereby. 
One of sucn copies must be stamped "Forward to Control 
Accounts and Reports Section, AAA, Dept. of Agriculture, 
Old Post Office Building, Washington, D: c." 


Forward one copy to the Division of Bookkeeping and 
Warrants, Treasury Department, Washington, D. C. 


Forward one cony to the Accounting and Bookkeeping Divi- 
Sion, GAC, Vashington, D. C., accompanied with one copy 
of form 28, 


File two: copies numerically in a pending file. 


the DO, after a period of approximately forty-eight 
sours from the time the schedule is received, will 
return one copy, accompanied with "Certificate of 
Deposit, Form 1 (Revised), Treasury Department, Division 
of Bookkeeping and Warrants," to the State office. 
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(f) The information shown in the lower left corner of the 
copy.. returned from the DO should be transcribed upon 
the file copies after verifying the collection of 
scheduled items, and the Certificate of Deposit number 
and the date thereof should be inserted in the spaces 
provided on form 28. 


(gz) Forward one covy of the schedule showing. the information 
transcribed thereon in accordance with subparagraph (f) 
of this paragraph 7, to the Office of Budget and 
Finance, Dept. of Agriculture, Washington, D. C. 


(hh) One copy should be filed numerically in the Remittance 
' Unit in separate folders by the month and” year in which 
the schedules were stamped ‘as“received by thé:DO.. 


8... When a check, draft, or money order has been received as a 
refund in liquidation of a debt arising from an overpayment 
on form 1047 and it is in excess of the amount of such debt 
or includes amounts refunded because of a debt arising 
in connection with the agricultural conservation program or 
or other program, the remittance nevertheless may be 
scheduled for deposit to the credit of the special devosits 
account for cotton marketing quotas and such excess amount 
will later be refunded to the remitter or transferred by 
means of form 1046-Revised to the proper fund or ap>ropriation, 
as the case may be. 


9. Do not include on the same form 1044-Revised remittances which 
are to be denosited to funds other than the special deposits 
account for cotton marketing quotas. Money orders shall be 
scheduled on a separate form 1044-Revised from other re- 
mittances. 


Ene aces a hs / 
10. Prepare forms 28 and 28A in the manner prescribed. 15/ 


B. Endorsement of Checks for Denosit. 


1. All remittances drawn payable to the order of the "Treasurer 
of the United States" must be restrictively endorsed before 
they are scheduled for payment by the Remittance Clerk 
immediately following the receipt thereof by means of a 
rubber stemp reading as follows: 


Fay to the order of 
The Treasurer of the United States 
Division of Disbursements, Treasury Department 
Southern Division, A.A.A., U.S. Department of Agriculture 


~ (location) 


15/ See subsection A, section IV, paragraph 5(p) hereof. 
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Any checks, drafts, or money orders drawn payable to "Southern 
Division," “Agricultural Adjustment Administration," "Depart- 
ment of Agriculture," or in a similar impersonal manner may (if 


‘otherwise negotiable) be accepted and endorsed by rubber 


stamos in the manner indicated in paragraph 1 above. Checks 
or drafts, drawn payable to some person ethear~than the Treasurer 
of the United States, must first be endorsed "Pay to the orcer 
of the Treasurer of the United States® over the signature (and 
title) of the payee named therein, or by some person by him 
duly authorized through a Power of Attorney to endorse for 

him and on his behalf. In view of the difficulty and incon- 
venience incident to securing the endorsement which renders 
the instrument payable to the Treasurer of the United States, 
particularly in cases wherein the check is drawn payable to 
"Secretary of.Agriculture, Claude R. Wickard," or to some 
other official not located in the State office, the remit- 
tance should be returned to the remitter with a request that 
it be drawn in a manner which will permit the rubber stamp 
endorsement referred to in paragraph 1 of this subsection B. 


C. Uncollectible Checks. 


the 


An uncollectible check; i.e., a bad check or a check which 


is not honored at par, will. be returned by the DO to the 


State office accompanied with two copies of form 1044-Revised, 
with the title thereof altered to read "Schedule of Uncol- 
lectible Checks." The Remittance Clerk and a certifying 
officer should immediately sign one copy to indicate the 
receipt of the check(s) described therein and return the copy 
to the DO. 


The Remittance Clerk should prepare an original and two 
copies of form 24 as follows: 


(a) Enter the name of the office to which the particular 

_ copy, or copies, are to be forwarded after the word 
"To." Form 24 shall be prepared so that (1) one copy ~ 
will be forwarded to the Office of Budget and Finance, 
Dept. of Agriculture, Washington, D. C.; and (2) one 
copy may be kept in the Remittance Unit filed numerically. 
Upon receipt of a substitute check, another copy of the 
form 24 should be forwarded to the Office of Budget and 
Finance immediately with reference made thereon as to 
the form 1044-Revised upon which the substitute check 
is scheduled to the DO. This reference shall include © 
the schedule number, the certificate of devosit number, 
and the date. 


(b) Enter after the word "No." apvearing in the upper right 
corner the debit voucher number, which shall begin with 
number one, preceded by the symbol "Cotton-R," for the 
first form 24 and continue thereafter in numerical sequence 


. OF. 


for all such uncollectible remittances in connection 
with the marketing year in which the original collection 
was mane without reaard to the county yor which the re+ 
Mittance was received or the fiscal year 


(c) Enter the current date after the word "Date" appearing 
in the upper right corner. 


(d) Enter the name of the State after the word "From" and 
enter the word "Southern," "Western," or "North Central," 


7 


as the case may be, after the words "State office." 


(e) Enter the description of the check(s) in the manner 
indicated. 16 


(f) Enter the "Schedule No." and date "Forwarded" from the 
form 1044—Revised upon which the check was scheduled 
for coltection. 


(g) Enter the symbol number of the special deposits account 
after the word "Symbol." 


(h) Enter the total amount of the checks returned as un- 
collectible after the wore "Amount." 


(i) Enter the petel amount 17/ of the remittances scheduled 
on form 1OmasRey wed upon which the check was scheduled 
for collection, in the blank space after the words 
"Deleted from schedule, which has been reduced in total 
from 5" 


(j) Enter the amount which remains after the total amount 
of the uncollectible checks is deducted from the total 
of the remittances scheduled on form 1044-Revised upon 
which they were originally scheduled, in the blank space 
between the word "To" and the words by the Division of 
Disbursements, Treasury Department." 


(k) If an effort is being made to collect the items returned 
-.as uncollectible there should be inserted beneath the 
printed matter of form 24 on the copies which are to be 


iw If more than two checks listed on the same schedule of collections 


were returned as uncoll ectible, the words "See other side" should 
be inserted in the space provided for the description of the checks 
and the complete descrivtion of the checks entered on the reverse 
side of form 24. The reasons for the return of each check will be 
taken from the form 1044- Revised, as altered to be a schedul e of 
uncollectible checks. . 

17/ See section A,: paragraph 6(p) BAN carn’ 


De 
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forwarded to the Office of Budget and Finance a state- 
ment: "An acceptable remittence is being secured." In 
the event no effort will be made to secure an acceptable 
remittance, there shonid be inserted a statement to the 
effect that "no remittance will be secured. to replace 
the uncollectible item" with a statement giving the reasons 
therefor. , 

(1) The Remittance Clerk should initial and a certifying 
officer should sign each copy of form 24. 


(m) Form 24 should be forwarded to.the offices as indicated 
in subparagraph (a) of this parazraph 2. 


- The copy of form 1044-Revised, as altered to be a Schedule 


of Uncollectible Checks which is kept by the Remittance 
Clerk, should be attached to the original schedule of col- 
lections to which it pertains. The tosal of the schedule 
of collections should be lined out and tae original total 
of the schedule less the total amount of the uncollectible 
checks should be entered in lieu thereof and the entry in- 
itialed and dated by the Remittance Clerk. This corrected 
total should agree with the amount entered on form 24, in 
accordance with subparagraph (j), paragraph 2 of this sub- 
section C, Enter the words "See attached schedule" opposite 
the entry for the uncollectible check on the schedule of 


collections. 


The drawer of the check should be notified of the return 
of his check and of the reasons therefor by farwasding 

the check to him through the county office and the drawer 
of the check should be requested to make an acceptable re- 
mittence in the amount due if the account of the applicant 
for whom the remittance was received has not otherwise been 
settled, 


A remittance replacing one previously returned as being un- 
collectible should be examined and listed on a new schedule 
for collection as provided in subsection A, paragraph 6, of 
this section IV with the exception that a notation shall de 
made in the body of the new form 1044—Revised thet this check 
represents the recovery of the amount of the uncollectible 
check previously. scheduled under Receipt No. “taney 
Schedule No. , Form 24 No. : 


Recovery of Overpayments by Set-off. 


ie 


When a person has received an overpayment or an erroneous 
payment pursuant to form 1047, the county office will notify 
the State office of such fact and forward a copy of the farm 
account to the State office. If the payee was not entitled 
to any part of the proceeds of the check, the county office 


t- 
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will request a refund of the omount of the check, If the 
payee is entitled to a part of the »nroceeds of the check, 

the State office will compute the amount of the overpayment 
upon the basis of ‘the copy of the farm account and other 
information furnished by the county office and request the 
payee to refund the amount of the overnvayment. In either 
event the payee shall be placed on the register of indebted- 
ness for the amount of the overpayment or the amount erron- 
eously received. Since the overpayment will have been made 
pursuant to form 1047 from the special deposits account, any 
collection of the excess should be deposited back to shen 
account and a notation to the effect that the special deposits 
account is to be credited with such collection should be made 
on the register of indebtedness to avoid crediting the wrong 
account. If the amount of the overpayment or amount erroneously 
received is refurided, the payee shall be removed from the 
register of indebtedness. 


If the amount of the overpayment or amount of the erroneous 


payment is not refunded, the amount thereof shall be set off 
against any nayments due the debtor. Such set-off shall be 
made in accordance with the procedure for making set-offs in 
cases of failure to remit penalties incurred by producers, 
except that: 


(1) In preparing form 1095, the entry in the column headed 
"Approprietion and/or fund to be credited" shall be the 
symbol and title of the special deposits account for 
cotton marketing quotas followed by the name of the 
debtor applicant, the State and county code number, and 
the serial number of the farm to receive credit for the 
amount collected by set- “Olt. (This farm will usually be 
the farm in connection with which the form 1047, pursuant 
to which the erroneous overpayment was made, WPiktca: ) 


(2) An extra copy of form 1096 shall not be prepared for the 
Comptroller of the AAA since he receives copies of such 
form only in cases of set-offs-for amounts credited to 
the penalties account of the general fund of the Treasury 
to cover unpaid penalties incurred during the 1938-1939 
marketing year. 


SECTION V. ADJUSTMENT VOUCHERS \ND TRANSFER OF FUNDS FROM THE SPECIAL 


DEPOSITS ACOOUNT TO THE PENALTIES ACCOUNT OR OTH™R FUND 


A. Notice of Collection to erie Office. 


in 


When Any Treasury check is ¢anceled or any check, draft, 

money order, etc., representing a refund of any payment 

has been received or the amount of any overpayment or erroneous 
payment has been collected by set-off, and the amount thereof 


Lie x. 


has been deposited in the special deposits account, the 
Remittance Clerk shall notify the county office, onieh 
OAC Shall contain the following. information: -. 


; eine case. of a A Sasieactiec ans tisagaee nc 
(1) the serial number of the check, | 
- (2) the payee of the check, 
(3) the amount of the check, and 
(4) the schedule number of thevforn 1098. 4 
pea) Tn ease; of a check, varaft:, 1 money. order, secu 
(1) the name. of the remitter, | 
"Gyr the amount of the check, and 
_ (3) the schedule number of the form 1044-Revised. 
fe) In case of a.set-off, | 


(1) the name of the person aan whose agracultural 
conservation or parity or other payment the set-— 
off was made, 


(2) the amount set off Can credited to the: veal 
deposits account, and pike 


(3); the schedule number of the form 1096... 


a Tn. addition, ‘the letter shall also contains {oformation ad- 
vising the county office of the serial. number of the farm 
to which the proceeds of the canceled. check, set-off, or 
remittance were credited when deposited to the special 
deposits account, In case of a remittance, the farm serial 
number will be Aven on. the form 1044-Reyised. In case of 
a set-off the farm serial number will be shown on the form 
1096. Lisa: Treasury check is. canceled, .the amount is restored 
to the Special deposits account and the farm serial number in 
connection with which such check was. drawn pursuant to form 
1047 receives credit for the proceeds of the canceled OLS 


ahs Proceeds of the Remittance, Set-off, ‘or! the iGanesied Oheci: Represent 
Penalties Incurred 


Z ° 
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1. If the person refunding any part of a payment or the payee 
of the canceled check, or the person against whom the set- 
off was made, or any other producer on the farm is not entitled 


to receive any part of the proceeds of such canceled 
check, remittance, or amount set off, the county office 
will advise the State Office, by letter, as to whether 
the amount renresgents penalties incurred and, if so, to 
’ ‘transfer the amount thereof to the penalties account of 
the general fund of the Treasury. The letter received 
from the county office shall be checked with the records 
of the State office to ascertain that 


(a) the proceeds of the remittance or the canceled check 
or the amounts set off have been deposited in the 
2 ie ae deposits account with the DO, and 


(d) ane amount thereof has not been previously paid to any 
one or transferred from the account to any other fund or 
‘account: 


The copy of the farm account forwarded to the State office 
by the county office at the time the Treasury check was 
returned or, if not returned, at the time the payee was 
equested to refund the amount of the excess or erroneous 
payment, should be audited to determine that the amount 

is due as nenalties incurred. 


If the total amount of the remittance or the proceeds. of 
the canceled check: or amount set off represents penalties 
incurred, form 1046-Revised shall be prevared and dis- 
tributed as provided in the procedure applicable for the 
marketing year for making transfers of collections in 
connection with cotton marketing quotas in cases where no 
refunds: are due (for 1939-40 marketing year; section 307 
of aenel gy except as follows: 


(e The scheante humbers shall be in a separate series and 
preceded by the letter "L," thus: 74-CO1-MQ-'39-L1. The 
serial number so assi vened ” shall. be entered on the letter 
received from thé county office. 


(b) Enter in the column herded "Date Received" the date the 
remittance was received or, in case of-a canceled Treasury 
check, the date the er was canceled preceded by the 
notation "Treas. Ch."canceled or, in case of a set-off, 
“the dete of the form 1096 as” shown in the upper right 
corner of: such ' form. ; 


(c) Enter in the column headed "Receipt Number," in the 
~ Case of a canceled Treasury check, the words "Standard 
Form 1098 Sch. No." followed by ‘the schedule number of 
the form 1098 or in case of a set-off, the words "Stand- 
ard form 1096, Sch. No." followed by the schedule number 
of the form 1096 


Proceeds -of the Remittance 
Funds Due Producers. 


| 
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(da) Enter in the column headed "Name of Remitter," in the 
case of a canceled Treasury check, the following with 
the proper information inserted: "Treas. Ch. No. F 
issued : , L924, payadlesto 
“, DO Voucher No. | ." In the case 
of a-set-off, enter the following with the prover inform- 
ation inserted: '"Setioff made against payments due 


_ weve: Ge’ aeadoress s , Standard 
Form 1096, Schedule No. | , DO Voucher No. ; 
Bureau Voucher No. :* Sra hee » w 


(e) Eriter in the column headed "Detailed Description of Pur- 
' pose for which Collections were Received" the following i 
with the proper information inserted: “Marketing quotas 


for Sotton for the marketing year Farm Serial No. 
" 
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If the total amount of the remittance has been deposited to 

the special deposits account and only part thereof represents 

penalties incurred to be transferred to the penalties account 

and the remainder is to be transferred to another fund or an + 


‘appropriation, separate schedules on form 1046-Revised shall 


be used for each such other fund or appropriation... Transfers 
from the special deposits account to different funds or ap- r 
proprietions should not be scheduled on the same form 1046- 

Revised. 


Set-off 


or the Canceled Check Represent 


If the person refunding any part of a payment or the payee of 
the canceled check or the person against whom a set-off was 

made or ‘any other producer is entitled to receive any part of 
the proceéés of such remittance, set-off, or canceled check, the 
county office will forward to the State office an adjustment 


voucher on form 1047. ‘The adjustment voucher, when received, 


shall be examined, audited, and approved as provided in the ‘ 
‘procedure applicable for the marketing year for making refunds, 


with the following exceptions: 


(a) Determine that the serial number of the voucher and the 
administrative number of the form 325, if any, attached 
to the voucher, is nreceded by the notation "Adj." 


(b) Determine that the amount of the remittance(s) received 
as a refund of a payment made pursuent to the original 
voucher for the farm or the amount of the canceled Treasury 
check(s) ‘or the amount recovered’ by set-off or the sum of 
such amounts exactly equals the amount shown after the 
words’ "Amount of Deposit $ | "as shown on the ad- 
Justment voucher. 


(ec). 


Bd) 


Once 


Determine.that the spaces provided fot entering the 
information with respect to the form 1044-Revised has 
been left blank by the county office. 


Enter underneath the word "Schedule! the schedule number 


of the form 1044-Revised on which the remittance wes 


(e) 


scheduled;. underneath the word "Period" the month and 
year in which the schedule was to be taken up by the DO, 
and underneath the word “Amount" the amount of the ren Genes 


received as a refund of all or a part of a payment. If 


the adjustment voucher relates to the sroceeds of a con- 


_celed Treasury check rather then a remittance received as 


a refund of a payment, strike out the words "Standard Form 
1044-Revised" and tneore in lieu thereof the words "Standard 
Form 1098" and enter underneath the word "Schedule" the 
schedule number of the form 1098; undernesth the word 
"Period" the month and year in which the schedule was 

taken up by the DO; and underneath the word "Amount" the 
number and the amount of the canceled check. If the ad- 
justment voucher relates to the proceeds of set-off, strike 
out the words "Standard Form 1044-Revised" and insert in lieu 
thereof the words "Standard Form:1096" and enter underneath 
the word "Schedule" the schedule number of the form 1096 

and the. certificate of deposit number and date thereof; 
underneath the word "Period" the month and year in which 


the schedule wos tobe taken un by the DO and underneath 


the word "Amount"! the amount set off and credited to the 
farm. If two or more canceled Treasury checks, set-offs, 
or remittances representing refunds of payments for the 
farm have been received and scheduled.on separate forms 
1044-—Revised, .1096, -or, 103e each such schedule shall be 


identified or. descx “ibed.. 


The copy of the farm account forwarded to the State office 


by the county office at the time the Treasury check was 


returned or, if not returned, at. the time the payee was 


requested to refund the amount of the excess or erroneous 


payment, and any statements attached to the adjustment 
voucher shall be examined and: audited and compared with the 
original vouchers to determine that the amounts shown on the 
adjustment voucher are due the persons shown on such voucher 
to be entitled thereto.. /For example: Suppose the original 
voucher showed that $100.00 was collected, $75.00 repre- 
sented penalties transferred to, the penalties account, $15.00 
refunded to 4 and $10.00 refunded to B, and the farm account 
or other information shows that $15.00. should have been 
refunded to B, and $10.00 should have been refunded to 4. 

In such case, if the Treasury check »ayable to A is returned 
and-canceled, the adjustment voucher should*‘show $10.00 to 
be refunded to 4; $5.00 to be refunded to B; and nothing to 
be transferred to the nenalties account. If, instead of the 


Gh 


Treasury check being returned, A had refunded $5.00 or 

$5.00 had been set off against A's conservation or parity 
or other payments, the adjustment voucher should show that 

the $5.00 is to v6 refunded to B and nothing to be trans- 

ferred to the pénalties account. If A had refunded only 

$4.00, the adjustment voucher should show that only $4.00 

is to be refunded to B, since this is all that is available 

in the special deposits account to be refunded in connection 

with the farm, and in such case the amount of A's indebteda 

ness would be. reduced to $l. 00./ 


Zach adjustment voucher shall be aeneaitaen on form 1064—Revised 
in accordance with the procedure applicable for the marketing 
year for making refunds and transfers of collections in con- 
nection with cotton marketing quotas, except that the bureau 
schedule numbers shall be in a senarate series and preceded by 
the letter "L"- thus: 


74-001-NQ-R' 39-11. 
If the adjustment voucher shows that any part of the proceeds 


of the remittance, set-off, or canceled Treasury check is to 
be transferred to the nenalties account of the general fund of 


the Treasury, form 1046-Revised shall be’prepared as provided in 


the procedure applicable for the marketing year for making re- 
funds and transfers of collections in connection with cotton 
marketing quotas in cases where refunds are due (for 1939-1940 
marketing year; section 306(c) of Cotton 308-Part III) except 
as follows: t 


(a) The schedule number shall be the same as the serial number 
assigned to the adjustment voucher. This number shall 
“be entered on the adjustment voucher after the words 
"Standard Form 1046-Revised, No." *-~ 


(>) Enter in the column headed "Date Received" the date the 


‘remittance was received or, in.case of a canceled Treasury 
check, the date such chetk- was canceled preceded by the 
SHebetion "Treas. Ch. Canceled," or, in case of a set-off, 

the date of the form 1096 as shown in the upver right 

“corner of such’ Pe. 


(c) Enter in the od Luin headed "Receipt Number," in the case 
_ of a canceled Treasury check, the words standard Form 
1098 Sch. No." followed by the schedule number of the 
form 1098 or, in case of a set- off, the words "Standard 
Form 1096, Sch. Wowie fea ouee ots the schedule number of 

ERS ene 1096. 


(d) Enter in the column iegaeed "Wame of Remitter," in the case 
of a canceled Treasury check, the following with the proper 


bs 


information inserted: "Treas. check No. 
issued , 19_.,; payable -to 
, DO voucher number Bey gO Te aT 

case of a set-off, the following with the proper inform- 
ation inserted: "Set- off made against payments due 

' , Address «say bandard 
Form 1096, Schedule No. , DO voucher number 
, Bureau voucher number a ei 


(e) Enter in the column headed "Detailed Desc¥iption of 
Purpose for which Collections were Received" the fol- 
lowing with the proper information inserted: “Market- 
ing quotas for cotton for the ae year : 
Farm Serial No. a . 

(f) Enter in the column headed "Amount to ‘be Transferred to 
Regular Account" the amount of the remittance, set-off, 
or canceled check representing penalties for the farm 
which are to be transferred from the svecial deposits 
account into the nenalties account of the general fund. 
If two or more remittances have been received or two or 
more Treasury checks have been canceled, or two or more 
set-offs have been ma ade, for the first remittance, set- 
off, or canceled check $0 scheduled on the form 1046- 
Revised the amount to be transferred will be that vart of 
the remittance, set-off, or canceled check representing 
penalties. If the amount of the first remittance, set- 
off, or canceled check is less than the amount shown on 
fe form 1047 to be transferred for the farm, such ad- 

ditional remittances, set-offs, or canceled checks, in 
connection with the genes as are necessary shall be 
scheduled so that the total of the column headed "Amount 
to be Transferred to Regular Account" will exactly equal 
oie amount shown on the form 1047 after the words 

"appl ied as explained in ‘Remarks! below." 


4, Forms 1064, 1046-Revised, 1048, 1047, and Cotton 325 shall 
be distributed as provided ary the procecure applicable for 
the marketing year for making refunds and transfers of 
collections in connection with cotton marketing quotas 
(for the 1939-1940 marketing year; section 306 (e) of 
Cotton 308-Part III). Statements attached to the voucher, 
form 1047, explaining the nature. of the error in connection 
with the orizinal voucher. should, be detached and placed in 
the case file in the. State office. 


aR es 


SECTION VI - NON RECEIPT, LOSS, DESTRUCTION. oR FORGERY OF 


TREASURY CH#CKS 


A. Notice of the Non-Receint, Loss, Destruction, or Forgery of 
Treasury Checks. . 


ie 


a 


The Treasury Department has exclusive jurisdiction over 

every. case involving the non-receipt, loss, destruction, 
or forgery of an endorsement on a Treasury check and all 
questions arising in connection therewith must be referred 
directly to the DO from which the check was issued without 
delay or investigation by the administrative office or 


offices to whose attention the matter may be brought. 


Whenever any check is lost, stolen, destroyed, or an: 

endorsement thereon is forged, the payee, to protect his 
interest, should immediately notify the DO (through the 
county office) over his signature and address, giving if 


possible, as . ae by 


(a) the number of the check, 


Ai fate a oe é 
(b) the amount for which the check was. drawn, 
(c) the date of issuance of the check, {| u 
(d) the DO symbol number, and s 
-(e) request that payment be stopped. 
1S the original check is recovered before ‘the issuance 
of a cHéck to replace, the forged one,-the DO should be 
requested by the payee to-remove' stoppage thereon and . 
' the* check should not be.negotiated until‘ one week there 
-after. In the event that,a.duplicate check has been ° a 


(i When. thé State office is notified that a Treasury check 


issued prior to the recovery. of the original check, 
the original check should be returned to the DO. 


has been lost, stolen, destroyed, or an endorsement 
thereon is forged, the person giving such information 
should be advised that the case is. being referred to the 
DO for appropriate action and thet future inquiries should 


be directed to the DO office. The correspondence received 
‘in connection therewith should be forwarded immediately to 


the DO and a notice of the loss, theft, destruction, or 
forgery of the check should be sent to the regional office 
of the United States Secret Service if not already reported 
by the county office. 
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B, Administrative Reports in Connection with Forged Treasury 
Checks. 


i 6 in certain- instances Taro tee oes coment on Treasury 
checks, the Treasurer of the United States will transmit 
ot nedbece nd tires through the DO a form letter (in 
duplicate) requesting information as to whether any reason 
exists why the payee should not receive a check in the 
amount originally certified, The Treasurer will state 
whether payment has been made by the Treasury Department 
on the check allegedly bearing a forged endorsement or 
whether payment of the check was declined by reason of 
the forgery and this distinction shall be observed care- 
fully in complying with the provisions of the succeeding 
paragraphs, 


2. Upon receipt of the form letter referred to in paragraph 
1 above, the Remittance Clerk shall determine "whether 
any payment exists in the account of the above-named 
payee (or the claimant if other than the payee) or 
whether there is any other reason why settlement should 
not be made" by, 


(a) examining correspondence and case files, since 
notice of an overpayment may have been received, 
and 


(b) examining the records of the State office to verify 
the correctness of the previous certification of 
the payment. 


“oe If no reason exists why settlement should not be made 
to the payee in the amount originally certified, i.e., 
no overpayment has been made, an undated letter for 
the signature of the Acting Director of Finance should 
be prepared with the original on letterhead stationery 
of the Office of Budget and Finance, Dept. of Agriculture, 
and five copies on regular copy paper and addressed to the 
Treasurer of the United States, Accounting Division, 
Washington, D.C. 


(a) If the letter from the Treasurer indicates that 
the check was not paid by the Treasury Department, 
the letter should be in the following general form: 


UNITED STATES DEPARTMENT OF AGRICULTURE 
OFFICE OF BUDGET AND FINANCE 
VTASHINGTON, D.C. 


Treasurer of the United States, 
ISX, pAecounting' Division, . 
Washington, D.C. 


“Dear Sir: | 


-This.is-in reply to your letter of 
eee) 18/:relative to: check No. 
; fie eo OTe. , drawn by G. F. 
v- “Allen, Symbol ‘No. 7) , to. the order 
{02 wat At Cag woe wit, » payment 
“of which wag declined on account of an 
vot. allegedly: forged endorsement.of the payee's 
oh name. i oa 


An examination of the records relative 
to Standard Form 1047, Serial No, ’ 
discloses the fact that-no Overpayment exists 
in the account of this payee and there appears 
no reason why settlement should not be made 


with. (Name of Payee) ,» in the amount 
of $ » provided that such person has not 


received the proceeds of the Original check, 


Very truly yours, 


Acting Director of Finance, 


(db) If the letter from the Treasurerindicates that 
the check was paid by the Treasury Department and 
recovered through the endorsers, the letter should 


be in the following general form: 


UNITED STATES ‘DEPARTMENT OF AGRICULTURE 
OFFICE OF BUDGET AND FINANCE 
WASHINGTON, D.C, 


Treasurer of the United States, 
Accounting Division, 
Washington, D.C, 


Dear Sir: 


This is in reply to your letter of 
(.} 18/ relative to check No, » dated ; 
for $ » drawn by G.F, Allen, Symbol No. 

, to the order of > 
the amount of which has been recovered through the 
endorsers because of the forged endorsement of the 
payee's name, 


18/ Insert the Treasury Department file reference, 


a5 
An examination of the records relative > 
to Standard Form 1047, Serial No, 
discloses the fact that no overpayment Sxists 
ae the account and there appears:no reason why. 
settlement should not be made with. (Name. of 
Payee) in the amount of $.. 7 provided 


that such person has not received. the proceeds of 
the original ee. ; ; 


Very truly yours, 


Acting Director of Finance, 


_(c) A certifying officer should initial one copy other 
' -than the first cony, and his full name, title, and 
address should be tyned on all copies with ‘the 
exception of thé. first copy. The original and 
first four copies (including the one which has not 
been initialed and from which the name and address 
of the certifying officer have been. omitted) of 
the letter;.together with a copy of the request 
from the Treasury Department, should.be forwarded 
to the Pete e one | 


4, If the check bearing an alleged forged ONC nee got seante 
an overpayment. certified to the payee, request the Director for 
appropriate instructions. | 


C. .Misdelivery of a Treasury Check. 


ae In cases where a check is erroneously delivered to a person 
other than the TERS and:is cashed. by such.person, 


(a) The State office shall inte ich negotiator's name 
on the register of indebtedness, taking care to 
SLC uepies Se etaey such’ ue ae 


(db) Where ébiiection is: made by aateore or otherwise 

from the person who erroneously cashed the check 

», and. deposited in the special deposit ‘account an- 

. adjustment. voucher may be handled as rar as in 
section Nee 


(c) he ne Coddeeticnate made, by set-off or otherwise, 
from the person who erroneously cashed the check, 
the Director should be advised by letter, in 
duplicate. The letter should fully identify the 
misdelivered check, the standard form on which 
the collection was scheduled (form 1044—Revised 
or 1096), and the adjustment voucher. The 
Director will transmit the information to the 
Accounting Division, Treasury Department. 
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SECTION : VIL - Se Se A aks 
sii, “Batuest for apy Held by Do. 


wits Tpen veneer in Bore Sines eatin dee a. ect 19/ 
from the payee Lor, the return of :a’ ‘Treasury check 
- held by the. DO, the voucher pursuant - to-which the 
check was drawn and related forms , should be examined 
to determine whether the proceeds of the check are due 
the payee, i.e.,+whether an overpayment has been made 
in his account or for any other reason payment should not 
be made as originally certified. If the check was drawn 
for an amount in excess of the amount due, the check 
-shall-be:canceled and handled in accordance with pro- 
cedure outlined in puDBgCT LON D or BE, section VIII, 
mengngo ts &, 


ee > the. euece is to be. Peraed to ate payee, such 

eerie ‘should be: requested by marking the appropriate 
block on form 1664-B and entering in the space provided 
the name. and present address of the payee on the 
original and.two copies. The first copy should be 
“Signed and the original and second copy-initialed by 

“a certifying officer and- the three:copies returned to the 
DOE 20/ oo : 5 


‘3, :The remaining copy of .form-1664-B attached to. the 
case file should bear the same information as is. 
shown on the conies returned. to the DO. and. should 
be placed in a closed file Sta nae by per 
names, —" 


4, Form. 28: should. be. completed and filed as follows: 
. (a) File.one cony in the Remittance Unit by State 
and county code and farm serial numbers with 

hg peg ta of: the goplicent for the checks. 


i9/ if the eheee is: helds ‘see Te DO. aoa the tate office is satisfied 
that the claim is made in behalf of the proper party, the re- 
quirement of.a statement from the payee may be’ waived, This 
aD TGge S08, is not PRR CePA if the check is held by the GAO, 


—<— If the action Tid asniereabbuee Unknown" ‘has been indicated 
to the DO in accordance with Section II, subsection C, 
paragraph 3, hereof, only the original and one copy is to 
be returned to the Do ‘in poking tines settlement, 


"SNS he ia 


BY «1 


(bd): Taswara one copy to: ‘the: i scoatetten Secretary 
to notify him that’ the DO has: been reauested 
to mail the check to ‘the payee’ 


B. Request for Check held by GAO. 


die When the payee of a check could not be located 
by the Association Treasurer, thereby causing 
the check to be returned to the DO and the payee 
makes a request for the return of the check after 
it has been forwarded to the GAO, the procedure 
outlined in subsection A, paragraph 1, of this 
section VII, shall be followed. 


rhe Ifno reasons exist why settlement should not be 
made with the payee as originally certified, an 
original and four copies of form AD-42 should be 
prepared in the following general form: 


AD-42 
UNITED STATES DEPARTMIONT OF AGRICULTURE 
OFFICE OF BUDGET AND FINANCE 
WASHINGTON, D.C. 


General Accounting Office, 
Claims Division, 


The accomanying 21/ account of John Doe, 
Street, - , Standard Form 1047, 

Serial No, , has received administrative 
. examination in this Department and is transmitted 
-to you for settlement. 22/ 


Amount claimed $200.00 
Difference exnlained Ddelow 
Avproved for 200 .00 


Pund Pund (Znter full Maye and title of fund against 
which ér arawn. 


. According to the records of the State 
Office, Southern Division, AAA, the claimant is 
entitled to the proceeds of Check No, : 

rawn » in the amount of $ 


= aaa — ™ et ae) " 

el/ If the clain from the payee or other papers will not be 
attached to form AD-42, the word "accompanying" should 
be deleted, obi 


22/ If the claim from the payee or other papers will not be 


attached to form AD-42, the words "and is transmitted to 
you for settlement" should be deleted, 


~ re =a 


by G.F.Allen, ‘yb 1 No, , to the order of 


scan aaa Doe, DO Voticher | Nor. ike, Pasa . Kindly forward 
“the cheal tothe claimant - ‘da OO with his request 


which. is attached ; 


“Very truly yours, 


Acting Director of Finance, 


The full name and address of a certifying officer 
should be typed on-all copies and he should initial 


_- two copies beneath the words "Acting Director of 


Finance." The name, title, and initials of the 


_ certifying officer shall not apnear on the original. 


The original and three copies of form AD-42, including the 


two initialed copies, the statement signed by the payee, 


and the certificate of the association Secretary should 

be forwarded ,to the Director. The other material should 
be filed in the case file with two copies of form 1664—B,. 
One copy of form 28 coe be ‘forwarded to the Association 
Secretary. te: = 


-One dated copy of form AD-42- will be returned to the 
'State.office by the Director. and should be filed with 


the case file which is retained in. the Remittance Unit, 
in order that, in the event ‘of an inquiry, the payee 
may be notified of the date the claim was forwarded to 
the GAO, 


A notice of the disposition made by the GAO of the 

claim will be furnished the State office by the Director 
and should be filed with the copy of form 28 which is 
retained by the Remittance Clerk. 


In the event additional information is requested by the 
Claims Division, GAO, reply to that office should be 
prepared in sextuple orteined on letterhead paper and 
five-copies on regular copy paper) on stationery of the 
Office of Budget and Finance, Department of Agriculture, 
for the signature of the Acting Director of Finance. A 
certifying officer should initial all copies with the 
exception of the first copy, beneath the words "Acting 
Director of Finance," and his full name and address should 


be typed on all copies with the.exception of the . first copy. 
The original and four copies (including the one which has not 


been initialed and from which the name and address of the 
certifying officer have been omitted) of the letter should 
be forwarded to the Director, — 
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SECTION VIII - sMOUWT OF PAYM=INT INCORRECT | 
A, Amount of Check is Less than that Due. 


1. when a Treasury check has been issued for less than 
.the amount due the payee because of an overpayment to 
another producer, the payee will be requested by the 

-. county office to accept the check, Upon the recovery 
= Of the amount of the overpayment or the return and 
cancellation of the Treasury check representing the 
overpayment, an adjustment voucher will be prepared 
by the county office and handled by the State office 
--as provided in section V hereof, 


2, When a Treasury check has been issued for less than the 

amount due the payee because of the transfer of an 
excessive amount from the svecial deposits account to 

the penalties account of the general -fund of the treasury, 

. the payee will be requested by the county office to accept 
the check and make claim for the amount of the underpayment 

on form Cotton 329.. Uvon receipt of such claim in the State 
office, it shall be handled in accordance with the procedure 
for handling claims for amounts of penalties erroneously, 
peek or wrongiully collected.. 


Be Amount of. Check. is ans Bxcess. of that Due Due, 


1. When a Treasury check has been issued in excess of the amount 
' due, the check should be returned and canceled. When this is 
done, an adjustment voucher will be prepared by the county 
office and handled by the State office as provided in section 
“V. -If the check is not returned and cancelled, when the 
amount of the overnayment is pecotsréduan: adjussnent voucher 
will be prepared by the county office and handled by the 
State office as provided in: section V. 
SECTION IX — NAMB OF PAYES INCORRECTLY /RITTSN OR ZRRONEOUSLY PLACED 
ON CHECK nf 
jhen' a Treasury check has been returned and canceled because 


the name of the payee was incorrectly. written or erroneously placed on 
the check, an adjustment voucher will be prepared and submitted by the 


county office and when received by the State office shall be handled 


as: provided in section V. hereof, 


“SROTION X - DUPLICATE CHECKS 


1 Treasury Check Returned. — | 
1, When ‘two or more Treasury checks representing the same pay— 
ment are issued and the duplicate checks are returned the 
duplicate checks should be canceled as outlined in section 
III hereof, 


2. The statement to be inserted in ‘form 28 under the words 
"Action Taken" should set forth that the collection is not 
reimbursable, 


p= a 


SECTION XI - DISPOSITION OF OLAIiiS FOR PAYMENT OF PROCZEDS OF 


lis 


CHECKS PAYASLE 70 PZRSONS WHO HAVE DIED OR BEEN 
DECLARED INCOMPE a 


1. Since the claim will not pass through the Preaudit Office 
- of the GAO but will be submitted through the Director to 
the Claims Division of the GAO, the form 1055 will not be 
audited or rejected by the State office. The Claims Div- 
‘ision will develop the claim after it is received. 
; Disposition of Claims. ~ 


When a Treasury check has been returned to the DO because 
the payee is deceased or has been adjudged incompetent, the 
check will be {ommended to ae ae Division, uu Wash- 
ington, Digs 


An original and four 8 ai form AD-42 should be pre- 


pared after the receipt of form 1055, as follows: 


(a) Do not insert the date in the space provided. 


(b) Insert the name and address of the claimant followed 
by words describing his relation to the deceased or 
incompetent such as "Katie Doe, Widow of John Doe, 
Deceased," or "Katie Doe, Aamintetrarris of the tataee 
of John Doe, Deceased," 86 enter the words "Standard 
Form 1047, Serial No. ," with the serial number 
inserted. ; let: 


(c) Insert. the amount of the asraes af ter’ the words "Amount 
-., Claimed .$.. gee 


(a) Enter. the amount of. the check ‘after the. words "Approved 


cOx. ie 


(e) Deléte the word "Appropriation" and insert: the word 
"Fund" and insert thereafter the symbol and title of 
the Sue egainst, mick the. check. was drawn. 


Ee ee a neue eee of ee reconaendat tone of re erate 
. office in the following general:form: . "According to the 
records of the ov in | State office, Southern Div- 


ision, AAA, it appears that check No... » drawn 
190i ery the amount, of 8 ae OY 


ae ey ) Giabchoncetenteneelocieenningssi-atiaeree eter 
G. F. Allen, Symbol No.’ “3, to -the order of 
Now. deceased (or incompetent), 


Sa nl Sas ars le om et? 
DO voucher No. , was drawn in favor of the vroper 


payee in the correct amount and that the amount thereof is 


still due. 


3CTION “ RECORDS OF 


wildy a 


(g) The full name and address of a certifying-officer 
should be typed on all copies and’ he Should initial 
two copies beneath the words "acting Director of 
Finance." The name, title, and initials of the 
certifying officer shall not appear on the original. 


The original and three ‘copies of* form AD-42, including 
the two initialed copies, and the original of form 1055 
shall be forwarded to the Director, The otner copy of 
form AD-42 and the dunlicate of form 1055 Oe be 
placed in the case file. 


One dated-covy of form AD-42 will be returned to the 
State office by the Director and should be filed with 
the case file in order that, in the event of inouiry, 
the claimant may be notified of the date the claim 
was. forwarded to the GAO. - Habe Z 


RETURNED TREASURY CHECKS COLLECTIONS 
--OF OVERPAYMENTS, ADJUSTMELDT VOUC. BRS Ae CLAIMS 


A. Preparation of Form 356. 


Lg 


A separate form 356 shall be prepared, with respect to 
each marketing year beginning with the marketing year 
1939-1940 for each county, as a record of (1) returned 
Treasury checks issued pursuant to form 1047, (2) col- 
lections of overpayments made pursuant to form LOS 

(3) adjustment vouchers, and (4) claims on form 1055 for 
the proceeds of Treasury checks eee SERS to 


form 1047. 


Enter above the title the applicable marketing year’, 
followed by the words "Record or Returned Treasury 
Checks, Collections of Amcunts of Overpayments, 
Adjustment Vouchers, and Claims." [Comment:. The 
record of returned Treasury checks and collections of 
overpayments will be made on. the form 356 for the 
county for the marketing year.with respect to which 

the form 1047 was prepared. For example, a Treasury 
check or collections of overpayments.made pursuant to 

a form 1047 disbursing collections made with respect 

to the marketing. of ‘cotton during the 1939-2940 market- 
ing year will be recorded on the form 356 prevared for 
the county: for that marketing year although the 
check was issued or the overpayment was collected 
during the 1940-1941 marketing year. 


B. Record on Form 356 of Returned Treasury Checks. 


Ls 


If a check is returned to the DO for any reason, 


(a) Use columns (6) through (9) for entering the 
name of the payee. 


(bd) 


Ce) i 
(a). 


(e) 


Enter in column (10) ‘the date such check was 


returned by She GAGRLY | cheers 
ee Fa} BAS 


Nake no entry in column (11). 


Eater’ in ost (13) the serial Poe 
1047 pursuant:'to’ which the check was issued. 


Enter in column (13) the farm serial number as - 


..shown on the form 1047 (or 1048) pursuant to. 
which the check was issued. 


(f) 


(g), 


If the check is returned to the county for delivery 


Enter in column (14) the amount of the check. 


Enter in column (15) the number of the check. 


to the payee, 


(a) Enter in column (16) the ante the State office : 
requested the check to be returned. 

(>) Enter in column (17) the in serial number, 

(c) Enter in column Me) the check number. i 

ee bs no entry | in column (19). 

(2) Enter. 4 in column (20) the: name of the payee. : 

Cf) Enter. inicolume (al) the: amount of the check, | 


bbe one Skeet is arama and all or part of ene. 


af 
> 


proceeds is to be refunded to other. versons, includ— 


ing the payee, or to: ed transferred gees the, ponies 
account,.. tes 


(a) Enter in column (16) the date the adjustment 
. voucher, form 1046, or AD~42 is forwarded to. .. 
the appropriate: office for payment Ors settlement 
of ase case, 


(bd) anton column (17) the farm serial number. 


(c) Enter in column (18) the number of the returned | 
, freasury check, Ln 


(d) Enter in column (19) the serial number of the 
adjustment voucher, or form 1046, or the 
legend "AD-42," as the case may bee 


Cis 


Record of Collection of an Overpaynent.- 


ae 


Enter in column (20) the Hame of each ‘payee as. 


_ Shown by the we rn, voucher or AD=42, and Dt 


penalties incurred enter ne words 'Pejalties 
Account." Re oer 


“Shter in column (21) the amount ‘to. Be’ ‘paid “to 2 


each’ respective payee or the amount’ to. Re cas 


ferréd to the yenaliies account, © 


If the check was returned because the payee has oe 
or been declared incompetent, 


(a) 


(bd) 
(c) 


(4) 


(e) 


as shown’ on form 1055; 


(f) 


Inter in ‘column (16) ‘the: date the forms 1955 
and aD-42 are forwarded to the Director. 


Enter in column (17) the farm serial number. 


Enter in column (18) the number of the Treasury 


‘check, 


Make no entry in column (19). 
Entér’ in column (20) the name of each claimant 
Enter in column (21) obposi te the name of. the 


last claimant as recorded in column: (21) the 
amount claimed, 


If an overpayment or erroneous vayment was made to 
any person pursuant to a form 1047 and the amount 
of the excess or erroneous payment has been 
Collected in any manter, 


(a) 


Enter in column (iC) the Gate such collection 
was made as shown by the date of the certificate 
of deposit as entered on form 10 t-Fevised or 
1096, as the case may be, 


Enter in column (11) the serial number of the 
form 1044-Revised or 1096, as the case may be. 


lake no entry in column (12). 


Enter in column (13) the farm serial number as 


shown on the form 1047 (or 1048) pursuant to 


which’ the overpayment: or erroneous payment was 
made. This should be the same farm serial 
number as shown on the form 1044-Revised or 
1096, 


bebe “ 
ag 4 eT ‘i i} Sects 
(e) autor in: \ column’ ay ‘the amount of the collection. 


(2) emaow” in coltitin (15) the number of the Treasury 
check representing the overnayment or erroneous 
i eee : 


oad 


rahe p< the aebewaae of the collection are to be refunded 
or transferred to the penalties account, execute 
columns (16) through (21) as provided in paragraph B3 
of ‘this ‘section: - 
SECTION: XIII, DISTRIBUTION OF FORMS 


Form ACP-24, "Debit Youcher for Uncollectible Checks 
Returned" (original and two copies). . 


LT. 6 Distyeontion: 


(a) One copy to Office of Budget and Finance, 
Department of BET AERA Vashington, D.C. 


(b) One copy retained in files of Remittance. Unit. 

(c) In case substitute check is received, another 
copy with reference made tnereon to the form 
1044~—Revised used to schedule such check, to. 
Office of Budget and Finance, Department at . 
Agriculture, Washington, D. C. 

(a) If desired by State office, or State accountant “~~ 
maintains records of marketing quota funds, one! 
cea to State ‘necountant - ee ay 

Form ACP—28A, "Notice: to Remitter"’ oie cony).’ 


Form ACP~28, "Official Receipt" ore two copies). 


A. When used in connection with remittances 
other than Treasury check. 


LL.  Distripation: 
(a) ACP~28A to the remitter. 
(bd) ACP-—28: 


(1) Ohe copy to Accounting and Book+ 
keeping Division, GAO, Washineton, D.C. 


(2) Original to be filed with copy of 
adjustment voucher, if any. 


a4 


via 
ove 


~ 


AS a 


(3) ts ‘desired by State office, or State 
accountant maintains records or 
marketing quota funds, one copy to 
State accotintant, 


By When aed as a receipt for Treasury checks returned 
to DO. : cae 


lL. Distribution: 
(a) Form ACP—284 to association DSRS 


(d) Original and two copies of ACP-28 to 
case file vending Settlement of: case. 


(1) There check is tobe ‘canceled and 
ls held by DO or GeO 3 


nal and one copy to Files 


pele 
f Remittance Unit, 


ri 
Moe a! 
1. Criginal to be filed with-copy of 

adjustment voucher or AD-42, if any. 


=, 


2. One cody to be filed with form 1098. 


Dealt. desired ‘py the State OL Licey noc 
State accountant maintains recone of 
~ marketing quota’ funds, one copy to 
“State accountant. 


(2) Where check is to be returned to payee: 


a. By DO. 
i. Original to files of Remittance 
Unit. 


2. One copy to ussociation Secretary. 


3. If desired by State office, or 

ee CRTe accountant maintains records 
of ede ‘cuota funds, one copy 
to. State accountant. 


d. By. GAO. 


a Original to” files of Remittance 
| “Unit. . 


2. One copy to Association Secretary. 
jake GE ae es 


“ 46 = 


ole atigy rf! i deeaireas by State office, or State 


> accountant maintains records of 
marketing quota funds, one copy to 
the State accountant. 


Stehdard Form 1044-Revised, "Schedule of Collections, " with 
title altered to read Wsehedule of Uncollectible Checks. f (Two 
copies sent to State office by DO,) 


1. Distribution: _ 


(a) One copy returned to DO, 


(b) Cne copy retained by Remittance Unit. 


(c) If desired by State office, or State accountant 
maintains records of mark oting quota funds, one 
Ccovy to be prepared for State Accountant, 


Standard Form 1044-Revised, "Schedule of Collections." 


_4.° When wsed as a schedule of collections received in 
State office. (Original and six copies.) 


1. Distribution: 


(a) Original and 3 copies to DO. (One copy 


(d) 


(e) 
(f) 


marked "Forward to Control Accounts and 
Reports Section, AAA, Department of sgri- 
culture, Old Post Office Building, 
dashington, aia One copy will be 
returned by DO...) : 


One copy to Division .of Bookkeeving and 
Varrants, Treasury Department, 4ashington, 
cece mechs. 


) One copy to Accounting and 300kkeeving 
‘Division, GAO; Washington, D, ©. 


) One covy (accomblished) to Office of Budget 


and Finance, Department of Agriculture, 


Washington, 25. C. 


One copy to be retained in Remittance Unit. 


If desired by State office, or State 
accountant maintains necorda of marketing 
quota funds, one Cony to be prenared for 
State accountant , 


B. When used as a schedule of Collections received by 
DO which should have been received by the State 


office, 


he 
® 


Pd 


. 
4b 


“E26 a 


ii, One eas of 104dRevised will be received from 


2, Two copies to be prepared in State office, 


3. Distribution: | 
(a) One cony to Office of 3 Budget and Finence, . 
Department of Agriculture, Washington, D. C. 

(b) One copy to Remittancé Unit. 


(c) If desired by State office, or State 
accountant maintains records of marketing 
quota funds, one copy to State accountant, 


Standard Form No. 1098, "Schedule of Canceled Checks," 
(Original and seven copies, :) eee: 


1. Distribution: | 


(a) 


(b) 


(c) 


(d) 
(e) 


Original and four copies to DO, (One copy marked 
"Forward to Control Accounts and Revorts: Section, 
AAA, Department of Agriculture, Old Post Office 
Building, Washington, Dewey Was 


One copy to Accounting and Bookkesping Division, 
GAO, Washington, D, 6. - 


One copy (accomplished) to ‘Office of Budget and 
Finance, Department of agriculture, Washington, D. C0. 


One copy to Remittance Unit. 
If desired by State office, or State accountant 


maintains records of me rketing quota collections, 
one copy to State accountant, 


Standard Form No, 1045, "Summary of Collections." (Original 
and four copies received from DO.) 


1. Distribution: 


(a) 
(b) 


(c) 
(da) 


Original and one-copy to DO, 


One copy to Office of aeeeey and - ‘Finance, 
Devartment of Agriculture, Washington, DB. C. 


One copy to Remittance Unit, 
If desired by State office, or State accountant 


maintains records of uarketing quota forms, one 
copy to State: accountant. 


Ge. 


Stendard. Form No, 1096, "Schedule of Voucher Heductions. 
See procedure followed by State office | for making set~ -offs as 
applied to cotton marketing auotas, 


Standard. Townca) eae 104” and 1048, "Public Voucher for 
Refunds" and "Public Voucher for Refunds. ~ Memorandum," See 
procedure anplicable for refunds and transfers of cotton market- 
ing quota collections. for the marketing as 


a 


Seniors, ‘Form No. 1046-Revised, "Schedule of Transfers, 
Special Deposits." See procedure applicable for refunds and 
transfers of cotton marketing quota collections for the marketing 
year. 


Standard. Form No. 1064, "Schedule of Disbursements." See 
procedure applicabie for resume and transfers of cotton marketing 


quota collections for the marketing year. 


Treasury Form No. 1664-3, "Memorandum of Returned Check," 
(Original and three copies received from DO.) 


he Distribution: 


(a) Original and. three copies to separate file 
pending settlement of case, 


(b). One. copy attached. to case file, 
(1) Where check is to be canceled: 
a. One covy returned oS DO. 
bd, Other copies placed in ase file. 


(2) Where check is to be forwarded to. 
Claims Division, GAO! 


a, One copy retuned to BO:, 
b, Other copies placed in case file. 
(3) Where check is to be remailed to payee. 


a. Original and 2 copies returned to DO, 
(Original,and: one, if one copy 
previously returned as a report that 
address of payee is unknown;) 


b. One copy to closed alphabetical file, 


ee en 
Acting administrator. 


